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Introduction

Welcome to the User Manual

Welcome to the Arizona Department of Education (ADE) School District
Employee Report (SDER) user manual. This user manua has been
developed by the ADE to provide instructions for everyone who
maintains school district employee data.

If you have been using the standard SAIS file drop procedure for
delivering other types of datato the ADE, you can use that procedure for
your school district employee data, also.

For more information about this procedure, see ‘File Drop Alternative” on page 5.

Thistraining manual is designed to provide you with the skills and
knowledge you need to begin using the School District Employee Report
(SDER) website. Specifically, this manual:

B Provides you with ageneral understanding of how the SDER website
is designed to maintain your district’s employee data.

B Explains how to use each of the website features for entering and
maintaining employee data.

B Explainsthe procedure for submitting employee data to the ADE.

The School District Employee Report User Manual is designed to guide

you through the use of the SDER website. Within each chapter, you will

find the following features:

Training Goals

User Manual

B Screen captures provide examples of website pages
B Step-by-step instructions take you through each procedure.
B Key points make sure that you don’'t overlook critical information.

At the end of the manual, a feedback page gives you a method for letting
us know how we can improve this manual.

Employee Report Overview

Use the following general procedure to maintain School District
Employee Report data for your district using the SDER website:

Step 1. Collect and prepare new employee data or changesto
existing data for each school in your district.

Step 2@ Access the SDER website from the ADE common logon.

Step 3:  Enter al of the new employee data and make employee
data changes for a school in your district.

SDER data is entered for one school at a time.
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New Features

Step 4. Submit the updated employee datafor aschool to the
ADE.

Step 5. Make sure your data was submitted without any errors.

Step 6:  Repeat Step 3 through Step 5 for each school in your
district.
This manual provides ingtructions for completing Step 2 through Step 6
in this procedure.

The School District Employee Report website has new features designed
to make maintaining your employee data easier. The following features
were added in October 2001.

Feature Description Page
Change All Allows you to quickly and easily 19
Salaries change salary information for

employees at one school as a group.
Transfer Allows you to move existing 23
Employees employees from one school in your

district to another.

SDER Website Overview

The School District Employee Report website is available on the SAIS
Application Access menu.

El

Application Access Menu

You have authorization to use:

Y ALCAF
Craduation Fate Study
LE& Calendar
LEA Profile
Request Logins
BALE Burvey
Hchool Finance File Upload
SDER
Student Detail Dats Interchange
Transpottation Routes
Vehicle Inventory
Vear End Entollment

Screen 1:  The SAIS Application Access Menu showing the School District
Employee Report website.
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To access the School District Employee Report website:

SDER Website Access
Step 1. Usethe ADE Common Logon page to display the SAIS
Application Access Menu.

Step 2 Select SDER.

The website displays the School District Employee Report
main menu page.

School District Employee Report
ARrizoNa ploy P

Department oF Ganado Unified District (D10220000)--FY 2001 f
Eoucation

Feedback or Questions

Please select an option from the menu on the left.
Anncuncements
Change Fiscal Year
Links
Eeports
Show Schools
Submizsion Details

henu

Logout

Screen 2: The School District Employee Report website main page.

The main page consists of the following components:

Name Description Location
SDER Menu  Provides access to all SDER Left side of page.
functions.
SAIS Provides quick access to other Left side of page
Options SAIS applications and logout. below SDER menu
options.
School Provides the school district name  Top of page.
District and the fiscal year.
Feedback or  Allows you to ask questions or Top of page.
Questions provide feedback about the SDER
website.

After you display the main page, you have the following options:

From Here You Can ...

Click BAck Return to the SAIS Application Access Menu.

Make a menu selection Perform any School District Employee Report
function.

For more information about these functions, see
“SDER Menu Options” on page 4.

Click MENU Select a different application from the SAIS
Application Access Menu.
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From Here You Can ...

Click LocouTt Logout of the School District Employee
Report website and leave the SAIS common
logon area.

SDER Menu Options

The School District Employee Report menu provides accessto dl of the
employee information and tools for your school district. The following
table describes each of the menu options and identifies where they are
explained in this manual.

Menu Option Description Page

ANNOUNCEMENTS Provides access to information from N/A*
the ADE about the School District
Employee Report website.

CHANGE FISCAL The SDER data always defaults to the N/A*
YEAR current fiscal year. This option will

allow you to change the fiscal year

from the current year to another year.

LINKS Provides access to additional N/A*
resources that can assist you in
collecting and reporting your SDER
data. For example, this user manual
will be available on this page.

REPORTS Provides access to SAIS Reports and N/A*
Data.

SHOW SCHOOLS Provides access to add and maintain 6
employee data for each school in your
district.

SUBMISSION Provides the tools for submitting new 25

DETAILS and updated employee data for a

completed school to the ADE.

* These options are not covered by this user manual.

Exiting the SDER Website

At any time, you can leave the School District Employee Report website
and return to the SAIS menu.

To leave the SDER website:

Step 1. Click MENU.

Y ou leave the SDER website and return to the SAIS main
menu.

Any changes you have made to employee data remain in the pending
employee data and are not submitted to the ADE. For more information
about submitting pending employee data, see “Submit Data” on page 25.
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File Drop Alternative

The School Disgtrict Employee Report website was created to assist
school districts with maintaining employee data. However, if it ismore
convenient for you to use the standard SAIS file drop procedure, you
may do that instead of using the SDER website.

B Complete instructions for the SAIS standard file drop procedure are
included in the User Manual located at:

http://www.ade.az.gov/districts/

B Fileformat characteristics are defined at:
http://www.ade.az.gov/services/mis/filelayout/sais.asp
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Adding & Maintaining
Employee Data

Access Your School List

When you access the School District Employee Report (SDER) website
from the SAIS Application Access Menu, the website knows your
district from your SAIS logon user ID. Your district name displays on

the SDER main page.
Framm School District Employee Report
Deparmment oF Ganado Unified District {D10220000)--FY 2001 j Feedhack or Questions
Eoucation

Please select an option from the menu on the left.
Anncuncements
Change Fiscal Year
Links
Eeports
Show Schools
Submizsion Details

henu

Logout

Screen 3: The School District Employee Report website main page showing the
school district name.

To display the list of schools for your district:
Step 1. Display the SDER main page.

If you need help displaying this page, see “SDER Website Access’ on
page 3.

Step 2. Click SHow ScHooLs.
The website displays the schoal list page for your district.
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School District Employee Report
ARrizona y
% Feedback or Questions
DepaRTMENT OF Ganado Unified District (010220000)--F¥ 2001
Eoucation
Click on an entity name below to enter data,
Anrouncements To refresh a school's infor mation with data from a file upload click here.
Change Fizcal Year
Links CTDS School Name
Eepotts 01-02-20-000 Ganado Unified District
Show Schools 01-02-20-204 Ganadn High Schonl
Subtmissien Dietails
01-02-20-102 Ganado Inter mediate Schoal
Mehu 01-02-20-103 Ganado Middle School
Logout 01-02-20-101 Ganado Primary School

Screen4: The school list page forthe Ganado Unified District.

The school list page consists of the following components for each

school:

Components Description

CTDS The school’s CTDS number.
School name The school name.

After you display the school list page, you have the following options:

From Here You Can ...

Click on any school Begin entering SDER data for the selected
school.

Refresh the school’s Incorporates the contents of a file upload so

SDER data from a it can be maintained using the SDER

previous file upload website.

Click the browser BACK Return to the SDER main menu.
Make a menu selection Perform any SDER function.

Click MENU Select a different application from the SAIS
Application Access Menu.

Click LoGcouT Logout of the SDER website and leave the
SAIS common logon area.
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Refresh SDER Data

If you have uploaded SDER data directly to the ADE using the file drop
method, you can bring this datainto the SDER website. Onceitis
available for the website, you can maintain this information.

To refresh the existing SDER website data with the contents of a
previous SDER file drop:

Step 1. Display the schoal list for your district.

If you need help displaying this page, see “Access Your School List’ on

page 6.
School District Employee Report
ARrizona f
L Feedback or Questions
DeparTmENT OF Ganado Unified District (010220000)--F¥ 2001
Eoucation
Click on an entity name below to enter data.
A rnouncerments To refresh a school's information with data from a file upload click here,

Change Fiscal Year

Links CIDS School Name
Leports 01-02-20-000 Ganado Unified District
Show Schools 01-02-20-204 anadn High School
Submission Details
01-02-20-102 Ganado Inter mediate School
01-02-20-103 Ganadno Middle School
Logout 01-02-20-101 Ganado Primary School

Screen5:  An example of aschools list showing the refresh option in text above the
list the schools.

Step 2. Click the refresh option above the list of schools.
SDER displays your school list with the refresh school

data option.
School District Employee Report
ARIZONA ploy P y e
5 E t
Deparmuent oF Ganado Unified District (010220000)—FY 2001 eerback or Lueslions
Eoucation

_ Press the reset button to refresh a school's data with what is on the SAIS Master Database. Any pending
Announcements changes will be lost. If you have uploaded a file in the Filepload section of the School Finance YWeb Site,

the data will not be reflected here unless you reset the school's data using the buttons below.
Change Fizcal Year

Links cTDs School Name
Eeports 01-02-20-000 Ganada Unified District

Reset School Data
Show Schools 01-12-20-204 anadn High School Fasst School Data
Subrmesion Detals

01-02-20-102 Ganado Inter mediate Schoal Feset School Data
Menu 01-02-20-103 Ganado Middle Schoal Feset School Data
Logout 01-02-20-101 Ganado Primary School Feset School Data

Screen 6: The SDER employee list showing the first ten employees.

Step 3:  Click RESET ScHoOL DATA for the school that has
updated SDER data sent through the file drop procedure.

SDER displays a warning message.

School District Employee Report — October 2001
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Microsoft Internet Explorer x|

This will reset all of Window Rock Unified District's School Districk Emploves Report,
Any changes that have been made will be removed and the data will be set to mirror the data in SAIS,
Are you sure?

T Cancel

Screen7: Thereset warning message.
Step 4. Click OK.

SDER processing the reset and displays the school list
page.

Access a School Employee List

You will enter or maintain employee data for one school at atime. You
will enter al of the SDER data for a school before you submit the
school’s data to the ADE.

To access the SDER employee list for a school in your district:

Step 1. Digplay the school list for your district.

If you need help displaying this page, see “Access Your School List’ on
page 6.

Step 2:  Click the desired school name.

The website displays the SDER employee list page for the
sel ected schoal.

School District Employee Report
Arizona ploy P

DepaRTMENT OF Ganado Unified District (D10220000)--FY 2001
Eoucation

/Feedback or Questions

Announcements

Change Fiscal Year

Tinks Show All Details | Print List |

Reports Employee: 1-10 11-20 21-30 31-40 41-50 51-60 51-70 71-76

S B

Submission Details AFFLECK BEN (Classified) 527-64-1692 Delete Edit Transfer
ANTHOMY MARC (Classified) 585-78-1523  Delete Edit Transfier
BARRYMORE DREW (Certified)  585-68-4470 Delete Edit Transfer
BERRY HALLE (Classified) 985-68-2437 Delete Edit Transfer
BOMD JAMES (Certified ) S26-68-9954 Delete Edit Transfer
BROOKS MEL (Certifiad) 526-99-4117 Delete Edit Transfer
CARROLL LEWIS (Classified) 585-68-2031  Delete Edit Transfier
CHAN JACKIE (Certified) 585-88-9203 Delete Edit Transfer
DAMOMN MATT (Classified) 527-84-0631 Delete Edit Transfer
DIXOM DOMMA (Certified) 465-60-9494  Delete Edit Transfer

Screen 8: The SDER employee list showing the first ten employees.

You can click on the employee number ranges below the names to quickly move
to another page display without going through the pages one at a time.
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The employee list page consists of the following components:

Components Description

Employee Name The first and last name of each employee.

Employee Type Identifier The employee type (certified or classified)
follows each employee name.

Employee ID The employee social security number.
Actions * Employee actions include:

m  Delete

m  Edit

B Transfer

*  Once an employee has been deleted, the delete action is replaced with
undelete. For more information about this action, see “Undeleting an
Employee” on page 22.

After you display the school employee list page, you have the following
options:

From Here You Can ...

ADD CERTIFIED EMPLOYEE ~ Add a new certified employee.

For more information, see “Adding a Certified
Employee” on page 14.

ADD CLASSIFIED Add a new classified employee.
EMPLOYEES

For more information, see “Adding a Classified
Employee” on page 16.

SEARCH EMPLOYEE LIST Search through the employee list for a
specific employee.

For more information, see “Searching the
Employee List’ on page 13.

CHANGE ALL SALARIES Change the salaries of all employees from a
group list.
For more information, see “Changing All Salaries”
on page 19.

SHOWALL DETAILS Display the employee list with employee
details visible.
For more inform ation, see “Showing All Details” on
page 11.

PRINT LIST Print the employee list on a local printer.

DELETE EMPLOYEE Delete the selected employee from the

school employee list.

For more information, see “Deleting an Employee”
on page 21.

EDIT EMPLOYEE Update employee information.

For more information, see “Editing An Employee”
on page 18.
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From Here You Can ...

TRANSFER EMPLOYEE Transfer the selected employee to a different
school within the district.

For more information, see “Transferring an
Employee” on page 23.

Click the browser BACK Return to the school list.

Make a menu selection Perform any SDER function.

For more information, see “SDER Menu Options”
on page 4.

Click MENU Select a different application from the SAIS
Application Access Menu.

Click LocouTt Logout of the SDER website and leave the
SAIS common logon area.

Work With the Employee List

From the School District Employee Report (SDER) employee list page,
you can perform the following tasks:

B Change the amount of detail displayed in the list.

B Print the employeelist.

B Search for a specific employee.

By default, the employee list page displays ten employees on each page.
At the bottom of the page, there are links that alow you to jump forward
in the list without having to go through the list one page (10 employees)
a atime. Because employees are displayed in alphabetical order, this
alows you to jump forward in the aphabet.

Scrolling Through
Employees

For example, if you want to jJump immediately to the employees
displayed as 61-70, you would click on those numbers displayed below
the first ten employees.

You can change the number of employees that are displayed on a page at one
time by typing a new number and clicking MoDIFY .

While you are viewing the employee list, you can click on an employee
name and view a summary of that employee’ s information.

Normally, the employee list shows only the employee name and ID.
However, you can modify the employee list to display many of the
individual employee details. Y ou can change the display to show
employee details by clicking SHow ALL DETAILS.

Showing All Details
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School District Employee Report

ARrizona
G Feedback or
DeparTMENT OF Ganado Unified District (010220000)--Ganado High School Ouestions
Eoucanion (010220204)--FY 2001
Announcements

Change Fizcal Year

Links Display 10 Modify |Employees per page. Show All Details I Print List |

Heports Employee: 1-4
Subrmission Dietails
EEEEEE— i Doele Emplovee  EditEmployes  Iransier

Forrest Gump (Classified)  392-93-0495 Delets Employes  EditEmployee  Transfer
_— Ermployes

Employee Information Position 1 Information Position 2 Information
Mame: Forrest Gump Position: 17-Cashier Position: -
10: 392-93-9495 FTE: 0.5 FTE:

Gender: Male
Ethnicity: White {Not Hispanic) {¥W)
Mew? Yes

Powarad by,

SAS

Delete Employee  EditEmployee  Transfer

Harrison Ford (Certified) 293-19-2837

Ernployes
e TS O Y
Employee Information Position 1 Information Education and Salary
Information
Mame: Harrison Ford Position: 10Z2-Assistant Position: - Grade: Combination
ID: 293-19-2837 Supetintendent FTE M8 Education; ED. SPEC.
izender: Male FTEM&O: 1 FTE Other: Experience: 17
Ethnicity: White (Mot FTE Other: Salary: $99,000.00
Hispanic) (W) Benefits: 10%
MHew? Yes

Delete Employes  EditEmploves  Transfer

Jessica Rabhbit (Certifisd) 111-11-1111

Ermployes
P05|t|on 1 P05|t|un
Empluvee Information Education and Salary
Rlzrmar lacciera Dahhik Dimcikinms 102 _Deincinal Dimcikicre - “rada Cambinakinn ﬂ

Screen9: The SDER employee list for a school showing employee details.

The specific details shown for each employee depends on the employee
type.

Employee Data Element Certified Classified

Name u u

Make sure to type the last name then first
name when adding a new employee.

ID [ [
Gender n n
Ethnicity n u
New * n n
Position 1 Title n n
Position 1 FTE n
Position 1 FTE M&O n
Position 1 FTE Other n
Position 2 Title un u
Position 2 FTE u
Position 2 FTE M&O n
Position 2 Other n
Grade n
Education n
Experience n

School District Employee Report — October 2001
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Employee Data Element Certified Classified

Salary u

Benefits u

*  The New flag only appears on employees that have just been created and
have not yet been transferred to the ADE.

To change the display back to the summary display, click VIEW EMPLOYEE LIST.

Searching the Employee Y ou can search through the employee I_|st to locate one or more
List employees. 'Y ou can use any combination of the following criteriato
identify employees.

Search Component Description

Name Type one or more letters of the employee last
name. All names that begin with the typed
letters are found.

Employee ID Type all or part of a valid employee ID.
Ethnicity Select an ethnicity from the drop down list.
Position Select a position from the drop down list.
Position Type Select a position type from the drop down list.

To search for one or more employees:.

Step 1. Display the appropriate school employee list.

You can onlysearch through one school at a time, and not the entire
district.

If you need help displaying this page, see “Access a School Employee
List’ on page 8.

Step 2 Click SEARCH EMPLOYEE LIST.
SDER displays the Search Employee List page.
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Adding a Certified
Employee

School District Employee Report

ARizona ik
= Feedback or
DeparTmENT OF Ganado Unified District (010220000)—Ganado High Schoal Ouestions
Eoucanion (010220204)--FY 2001
Ansouncements
Change Fizcal Year
Links Please select a search method and enter the information in the appropriate box.
Eeports
Show Schools # Search By Mame I
Subrmission Details " Search By Employes l—
_— (]
Menu " Search By Ethnicity IAswan or Pacific Islander (4) j
Lagaut € Gearch By Position |-~ Classified Positions-— =]
" Search By Position Certfied =
Type
Search |

Screen 10: An example of the Search Employee List page with search options.

Step 3:  Use one or more of the search options to define your
search.

Step 4. Click SEARCH.

SDER shows you alist of employees that match your
search criteria

Add New Employees

Y ou can add new certified and new classified employees using the
School District Employee Report (SDER) website. When you add a new
employee, the new employee'sinformation is added to alist of pending
employee updates for this school. The new employee is not reported to
the ADE until you submit the school employee data to the ADE.

For more information about submitting school employee data, see “Submit Data”
on page 25.

Y ou can add a new certified employee for a school from the school’s
employee list page. You must provide al of the requested information
about the new employee and up to two positions they hold in the school.
In addition, SDER has the following information requirements.

Information Requirements

Employee ID When you add a new certified employee,
SDER uses the employee ID to see if the
employee’s certificate is already on file. Ifyou
add a new employee whose certificate is not
found, you receive a warning. You can still add
the new employee even if a certificate is not
found.

Salary You cannot leave the salary blank. The salary
you enter must also fit within the established
salary ranges.
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Information Requirements

Benefits You must provide a benefits percentage for
each new teacher.

If you enter a new employee who doesn’'t meet these information
requirements, SDER provides you with a warning message about what is
missing or incorrect.

To add anew certified employee:
Step 1:  Display the employee list page.

If you need help displaying this page, see “Access a School Employee
List’ on page 8.

Step 22 Click ADD CERTIFIED EMPLOYEE.
SDER displays the Add Certified Employee page.

School District Employee Report

ARIZONA
G Feadback

Department or Ganado Unified District (010220000)--Ganado High School —m
Eoucation (010220204)--FY 2001

Announcements

Chanpe Fiscal Year ch Fem

Links No salary ranges were found for the fiscal year given! Add Certified Emplovee

Reports

Show Schools Add Employee
Submission Details Employee Information

Logout
= Gender: |Female ¥

Ethnicity: |Asian or Pacific Islander (4) j
New? [

Position 1 Information

Postition: [ - Cenified Posttions—- =]

FTEM & O
FTE Cther:

Position 2 Information

Postition: [ - Centified Positions—-— 5|

FlEMao|
FlECter: [
Grade: lm
Education: lm
Experience: l—
Salary: l—
Benefits: l—

Add Employee

Screen 11 An example of the Add Certified Employee page.

Step 3:  Complete each of the sections with the appropriate
information for the new employee.

For more information about the information required to add a certified
employee, see “Showing All Details” on page 11.

Step 4. Click ADD EMPLOYEE.

SDER checks the employee ID to see if acertificateison
file.
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If this employee’s certificate is on file, SDER displays the
employee list. The new employeeis added to the pending
employee data for this school.

For more information about submitting school employee data to the ADE,
see “Submit Data” on page 25.

OR
SDER displays the certificate not found warning message.

ARIZONA
DeparTMENT OF
Eoucation

Anncuncements
Change Fiscal Year
Links

Eeports

Show Scheols
Submission Details

Menu

Lagout

School District Employee Report
ﬁ Feedhack or Questions

Ganado Unified District (010220000)--FY 2001

Employee updated with the following warning: Emplovee 10 not found in the certification tables. To edit this
erployee, click here,
To return o the employee list, click here.

Screen 12: An example of warning message from adding a new certified employee
whose certificate is not available for online lookup.

From Here You Can ...

Edit the new employee’s

data

Return to the employee

list

Click the browser BACK

Make a menu selection

Click MENU

Click LocouTt

Allows you to update any of the new
employee’s data, including the employee ID
which is used to search for certification.

Allows you to display the employee list. The
new employee has been added, even though
you received this warning.

Return to the SDER main menu.
Perform any SDER function.

Select a different application from the SAIS
Application Access Menu.

Logout of the SDER website and leave the
SAIS common logon area.

Adding a Classified
Employee

Y ou can add a new classified employee for this school from the
employee list page.

To add a new classified employee:

Step 1.

Step 2:

Display the employee list page.

If you need help displaying this page, see “Access a School Employee
List’ on page 8.

Click ADD CLASSIFIED EMPLOYEE.

School District Employee Report — October 2001
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SDER displays the Add Classified Employee page.

School District Employee Report

ARrizona
= Feedhack or
DeparTMENT OF Ganado Unified District (010220000)--Ganado High School Ouestions
Eoucanion (010220204)--FY 2001
Announcements
Change Fiscal Year C o5
Links Add Classified Employee
Eeports
Show Schools Add Employee |
Subtission Dietails Employee Information
Marne;
Menu
D:
Logout
Gender: |Female >
Ethnicity: IAslﬁm or Pacific Islander (&) j
New? W
Position 1 Information
Postition; | - Classiied Postions—-— |
FTE:
FTE Other:
Position 2 Information
Postition: | =l
FTE:
FTE Cther:
Add Employee

Screen 13 The Add Classified Employee page.

Step 3:  Complete each of the sections with the appropriate
information for the new employee.

For more information about the information required to add a classified
employee, see “Showing All Details” on page 11.

Step 4. Click ADD EMPLOYEE.

SDER displays the employee list. The new employeeis
added to the pending employee data for this school

For more information about submitting school employee data to the ADE,
see “Submit Data” on page 25.
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Work with Existing Employees

The School District Employee Report (SDER) website dlows you to
perform the following tasks to maintain each school’ s employee data.

B Edit an existing employee's data

B Changedl employees sdary information.

B Deete an employee.

B Transfer an employee to another school in your district.

Any changes made to a school’ s employee data are added to the pending
employee data for this school. The new employee is not reported to the
ADE until you submit the school employee data to the ADE.

For more information about submitting school employee data, see “Submit Data”
on page 25.

SDER dlows you to maintain employee data. Y ou can change any

Editing An Employee information about each employee.

To edit an existing employee's data:

Step 1:  Display the employee list page.

If you need help displaying this page, see “Access a School Employee
List’ on page 8.

Step 2. Move through the list until the desired employee appears
on the employee list page.

School District Employee Report

Arizona
DeparTMENT OF Ganado Unified District (010220000)--FY 2001 & eesdiacicor Questins
Eoucation
Announcements
Chanee Fiscal Tear Change all Salaries
Links Digplay lT radify |Employees per page. Show All Details | Print List |
Teports Employee: 1-10 11-20 21-30 31-40 41-50 51-60 §1-70 71-76
Show Sehools
Submission Details AFFLECK BEN (Classified) 527-64-1692 Celete Edit Transfer
ANTHOMY MARC (Classified) 585-78-1523 [Celete Edit Transfer
Menu BARRYMORE DREW (Certified)  S85-68-4470 Delets Edit Transfar
Logout BERRY HALLE (Classified) SES-68-8437  Delete Edit Transfer
BOMD JAMES (Certified) 526-69-9954 [Delete Edit Transfer
EROCKS MEL (Cartified) 526-59-4117 [Celete Edit Transfer
CARROLL LEWIS (Classifiec) 585-62-2031 Delete Edit Transfer
CHAN JACKIE (Certifiect) 585-85-0203 Delete Edit Transfer
DAMOM MATT (Classified) 527-84-0631 [elete Edit Transfer
DIXON DOMNA (Certifiedl) 465-60-9494 Delete Edit Transfer

Screen 14: An example of the employee list page showing the EDIT EMPLOYEE
option for each employee.

Step 3:  Click EDIT EMPLOYEE.

SDER displays the employee data form for the employee
position type (classified or certified) with the information
for the selected employee.
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Arizona

Eoucation

DerARTMENT OF

School District Employee Report

Feedhack or

Ganado Unified District (010220000 })--Ganado High School Cuestions

(010220204)--FY 2001

Links
Eeports
Show Schoels

Anncuncements

Change Fiscal Year

Edit Classified Ernployes

Submit Changes |

Menu

Logout

Submission Details

Employee Information

Mame: W
10: 392933495
Gender: lm
Ethnicity: IWh\te (Mot Hispanic) () j
New? [
Postition: [ 17-CashierCafeteria =
FTE: 05
FrEOter: [
Postition: |- Classiied Postions-—-— |
FTE: l—
FlEoter: [
Submit Changes |

Screen 15: An example of the edit page for aclassified school employee.

Step 4:
Step 5:

Changing All Salaries

Update the appropriate employee information.
Click SuBMIT CHANGES.

SDER displays the employee list. The updated employee
information is added to the pending employee data for this
school.

For more information about submitting school employee data to the ADE,
see “Submit Data” on page 25.

When you need to change the salary information for one certified
employee, you will make the change to that employee’s data. However,

if you need to change the salary information for many employees, SDER
has a new feature that will allow you to make changes to several certified

employee salaries a the sametime.

When you change salary information, make sure to follow these rules:

B All teachers must have salary information. 'Y ou will not be able to

save your changesif any of the salary information is blank.

B All salaries must be within the salary range for that position based on
an employee’sFTE. If you enter a salary that exceeds the range, you

will receive awarning and can choose to override the warning.
To change the salary information for several certified employees at a

school:

Step 1:

Display the employee list page.

If you need help displaying this page, see “Access a School Employee
List” on page 8.

School District Employee Report — October 2001
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Step 2:

Click CHANGE ALL SALARIES.

SDER displays the Change All Salaries page. Certified
employees are listed in aphabetical order with existing
sdary information visible.

Arizona
DerARTMENT OF
Eoucation

School District Employee Report

Feedhack or

Ganado Unified District (010220000 )--Ganado High School Questions

(010220204)--FY 2001

Announcements
Change Fizcal Year
Links

Eeports

Show Schools
Subrmission Dietails

Menu

Logout

Ermploves:1-4

Employee Name__| _Employee D

|Drew Barrymore 293-19-2337 |Drame (Dance-Theater) | IW

|James Band ‘ 304-32-6543 |Art | |

|Me| Brooks ‘ 30E-20-1827 |Stiente | ISZEDD

|Jack\e Chan ‘ 382-48-1975 |AudiD\Dg\9t | IW
Submit Changes

Ermployes:1-4

Screen 16: An example of the change all salaries page showing four certified

employees.
Step 3: Movethrough the list until the first employee sdary you
want to change isvisible.
Step 4. Type the new employee salary.
Step 5:  Repeat Step 3 through Step 4 for each employee salary
you want to change.
Step 6:  Click SUBMIT CHANGES.

SDER verifies that the salary changes meet the
requirements.

If there were no errorsin your salary data, SDER adds the
updated salary information to the pending employee data
for this schoal.

For more information about submitting school employee data to the ADE,
see “Submit Data” on page 25.

If there were errorsin your salary data, SDER displays the
salary warning page.
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School District Employee Report

ARizoNA f
iC Feedback or Questions

DeparTmenT oF Ganado Unified District (010220000)--F¥ 2001

Eoucation
Anncuncements
Change Fiscal Year
Liniks | Input Warnings
Eeport:

ol The following messages are warnings only, To save the data 1o the database
Show Schools "&5 Is" check the box below and click on the "Submit Changes" button,
Submission Details (Fy [Salary should be within the range of 12000 - 60000,

| ™ Check here to override the warnings and click on "Submit Changes"

henu

Ermployes:1-1

Logout
= Submit Changes
e Employee Name Employee 0| _position | Salary _____|

|StaIIDne Sylvester | 382-93-8475 |Buswness | 3] (et ululu} |
Submit Changes
Employee:1-1

Screen 17: The salary warning page showing a salary that is outside of the salary
range.

Step 7:  Evauate the warning message page. |If you entered the
correct salary even though it is outside of the range, check

the override box and skip to Step 9.

Step 8. Type the correct salary for the teachers marked with the
error code.

Step 9:  Click SUBMIT CHANGES.
SDER completes the processing of the salary updates.

When an employee leaves a school and the school district, SDER alows

Deleti Empl . .
eleling an Employee you to remove the employee’ s information.

If an employee leaves one school to go to another school in your district, you can
use the transfer option to move the employee from one school to the other. For
more information, see “Transferring an Employee” on page 23.

To delete an employee from a school’ s employee list:

Step 1:  Display the employee list page.

If you need help displaying this page, see “Access a School Employee
List’ on page 8.

Step 2. Move through the list until the employee you want to
delete appears on the employee list page.

Step 3:  Click DELETE EMPLOYEE.
Step 4. SDER marks the employee to be deleted.

The employee will be deleted when you submit this
school’ s pending employee data to the ADE. Until then,
the employee will show up in this school’ s employee list.
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oSt School District Employee Report

DeparTmeNT oF /

. - Feedback or Questions
Ganado Unified District (010220000)--FY 2001
Eoucation

Anncuncements

Change Fiscal Year

Links
Feports Employee: 1-4
Submission Deta Forrest Gump (Classified) 392-93-9495  Delets Edit Transfer
_— Harrison Ford {Certifiedy  293-19-2837 Delete Edit. Transfer
Jessica Rabbit (Certified)  111-11-1111  Delsts Edit Transfer
Logout Tina Turner (Classified) 222-22-2222  Un-Delete dit Transfer

Erployees: 1-4

Powarad by...

Screen 18: An example of an employee list showing one employee marked to be
deleted when the data is submitted to the ADE.

You can undelete a deleted employee before you submit the school’'s data to the
ADE. For more information, see “Undeleting an Employee” on page 22.

. After you delete an employee and before you submit the school’s
Undeleting an Employee pending changes to the ADE, you can choose to undel ete the employee.

To undelete an employee that has been added to the pending changes
before the changes have been submitted to the ADE:

Step 1:  Display the employee list page.

If you need help displaying this page, see “Access a School Employee
List’ on page 8.

Step 22 Movethrough the list until the employee you want to
undel ete appears on the employee list page.

Deleted employees have the action “Un-Delete Employee.”

School District Employee Report

ARIZONA /
- Eeedhack or Questions
DeparTMENT OF Ganado Unified District (010220000)--F¥ 2001
Eoucamon
Anncuncements
Change Fiscal Year — =
Litiks Display [10__Modlity | Ermpicyees per page. __ Showll Details | Print List |
Reports Erployee: 1-4
Submission Deta Forrest Gump (Classifiedy 392-93-9495  Delete Edit Transfer
—_— Harrison Ford {Certified)  293-19-2837 Delete Edit Transfer
Jessica Rabbit (Certified)  111-11-1111  Delsts dit Transfer
Tina Turner (Classified)  222-22-2222  Un-Delete Edit Transfer

Employees: 1-4

Powad BY...

SAS

Screen 19: An example of adeleted employee (Tina Turner) that can be undeleted.
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Step 3:  Click UN-DELETE EMPLOYEE.

SDER undoes the employee delete. The employee will not
be deleted when the employee data is submitted to the
ADE.

When an employee transfers from one school to another within your
district, you can move the employee data from the current school to the
new school.

Transferring an Employee

To transfer an employee from one school to another:

Step 1:  Display the employee list page.

If you need help displaying this page, see “Access a School Employee
List’ on page 8.

Step 22 Movethrough the list until the employee you want to
transfer appears on the employee list page.

School District Employee Report
Arizona ploy P

DepaRTMENT OF Ganado Unified District (D10220000)--FY 2001
Eoucation

yFeedback or Questions

Announcements

Change Fiscal Year

Links
Eeports
St st
Submission Dietails AFFLECK BEM (Classified) 527-64-1692 Delete Edit Transfer
ANTHONY MARC (Classified) 585-78-1523  Delete Edit Transfer
Menu BARRYMORE DREW (Certified)  585-68-4470 Delete Edit Transfer
Lagout BERRY HALLE (Classified) 585-68-8437 Delete Edit Transfir
BOND JAMES (Certified) 526-68-9854  Delete Edit Transfer
BROOKS MEL (Certified) 526-59-4117 Delete Edit Transfer
CARROLL LEWIS (Classified) S85-68-2931  Delete Edit Transfer
CHAN JACKIE (Certified) 505-05-9203 Delete Edit Transfer
DAMOM MATT (Classified) 527-84-D631 Delete Edit Transfer
DIXON DOMNA (Certified) 465-60-9494  Delete Edit Transfer

Screen 20: An example of an employee list.
Step 3:  Click TRANSFER EMPLOYEE.
SDER displays the Employee Transfer page.
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School District Employee Report

ARrizona
=i Feedback or
DeparTmENT OF Ganado Unified District (010220000)--Ganado High School Ouestions
Eoucanion (010220204)--FY 2001
Anncuncements
Change Fiscal Year
Links
Eeports
Show Schools
| Drew Barrymore ‘ 203-18-2837 | Teacher
Subtmission Details
| Current Entity: |Ganad0 High Schoal
kenu | Mewy Entity: ||Ganadm Inter mediate School j

Logout Submit Changes

Screen 21: A example of acompleted employee transfer page.
Step 4. Select the employee’ s new school from the drop down list.
Step 5:  Click SUBMIT CHANGES.

SDER transfers the employee' s data from their current
school to their new school.
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Submitting Employee
Data

Submit Data

After you have made al of the changes to employee data for one school
using the School District Employee Report (SDER) website, you can
submit the information to the ADE.

To submit pending changes to employee data to the ADE:
Step 1. Click SUBMISSION DETAILS.
SDER displays the Submission Details menu options.

ARIZONA
DePARTMENT OF
Eoucation Ct
Display |10 Modify | employees per page. Show All Details | Frint List |
Employes: 1-4
Lohange Mscal Iear
Change Fiscal Year Forrest Gurmp (Classified) 392-93-9495 Delete Employes  EditEmployee  Transfer Employee
Links
Harrison Ford (Certified) 293-19-2837 Delete Employes  EditEmployee  Transfer Employee
Reports
Show Schools Jessica Rabhit (Certified) 111-11-1111 Delete Employes  EditEmployee  Transfer Employee
Submission Detals Tina Turner (Classified) 202-22-2222 Delete Employes  Edit Employee  Transfer Employes
s Pen Subrmission Employees: 14
o Submission History
o Processing
# InError

Screen 22: An example employee list showing the Submission Details menu
options.

Step 2. Click PENDING SUBMISSION.
SDER displays the Pending Submission page.

School District Employee Report — October 2001 Submitting Employee Data -

25



ARIZONA
DepartmenT oF
Eoucation

Anncuncements
Change Fiscal Tear
Links

Reports

Show Schools
Submission Details
+ Pen Submission
+ Submission Histo:

» Processing
+ InError

Menu

Logout

School District Employee Report

. - / Feedback or Questions
Ganado Unified District (010220000)--Fy 2001

Pending Submission

Check All Uncheck All

Remove

v Ganado High School  01-02-20-204  Replace

Submit Changes to ADE |

Screen 23: An example of the Pending Submission page showing one school with
employee data changes.

Step 3:

Step 4:
Step 5:

This page displays each school with changed employee data that has not
yet been submitted to the ADE.

Make sure that the submit box is checked for each school
that you want to submit updated employee data.

Click SuBMIT CHANGESTOADE.

SDER begins preparing and submitting your updated
employee data for the selected school(s) to the ADE.

ARizona
DeparTMENT OF
Eoucation

Announcements
Change Fiscal Tear
Links

Eeports

Show Schools
Submmssion Details

o Pending Submission

o Subrission History
* Process:
# InError

School District Employee Report
/Feadback ar Questions

Ganado Unified District (010220000)-—-Fy 2001

Processing
School Name: CTDS Transaction Type m
Processing  Ganado High School 01-02-20-204 Replace

Screen 24: An example of the Processing page showing one school’s employee
databeing sent to the ADE.

Once the processing is complete, the Processing page does
not show any schools.
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School District Employee Report
ARiZona oy P

DeparTmeNT oF Ganado Unified District (010220000)--Fy 2001 /
Eoucation

Eeedback or Questions

Processing
Announcements

Lhange fscal Iear

Linkes No data was found!

Reports

Show Schools
Submission Details

o Pending Submission

o Submission History
« Process

o In Error

Screen 25: The Processing page after school employee data has been successfully
sent to the ADE.

Verify Submitted Data

After you school data has been successfully sent to the ADE, it is added
to the School District Employee Report (SDER) submission history.

To view your SDER submission history:
Step 1:  Open the Submission Details menu (if necessary).

For more information about this, see “Submit Data” on page25.

Step 2: Click SUBMISSION HISTORY.

SDER displays the Submission History page showing all
SDER data you have submitted to the ADE.

School District Employee Report

ARIZONA
Deparment of Ganado Unified District (010220000)--FY 2001 & cessoock or st
Eoucation
Subrmission History
Announcements
Chasse Fiscal Year
Linkes Submitted 9/27/01 11:52:44 AM Ganado High Schoal 01-02-20-204 Replace
Eeports
Show Schools
Submmssion Details

+ Pending Submission
o Submission History
o Processing

s InErrer

Screen 26: An example of a SDER Submission History page showing only one SDER
submission for this school district.
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Arizona Department of Education

School District Employee Report Website
User Manual

Feedback Form

Please help us to continually improve our service to you by letting us know how well this user manual
met your needs.

1. It was easy to download and print this user manual. Yes No

If NO, please explain your difficulties.

2. Thisuser manua contains accurate information. Yes No

If NO, please provide detailed feedback about what was incorrect, including the page number
where the information was found.

3. Thisuser manua was easy to use. Yes No

If NO, please provide examples where you had difficulties using the manual, including the page
numbers where you had problems.

4. Please provide us with any other feedback about this user manual.

Thank you for taking the time to answer these questions.

Please mail your completed form to: Arizona Department of Education, 1535 W. Jefferson Street, ATTN:
SDER, Phoenix, AZ 85007.



